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HIV/AIDS is one of Kenyaôs most pressing health concerns and offering Antiretroviral 
Treatment ART is a key component of the governmentôs strategy to reduce HIV/AIDS-related 

morbidity and mortality. However, health care workers in resource limited settings face serious 
challenges in the management of pharmaceutical and patient records. The Nairobi Provincial 
Medical Office, in collaboration with Qualcommôs Wireless ReachÊ initiative, Telkom Kenya, 
Communications Commission of Kenya, Axesstel, Dell, RTI International have implemented a 
project to reduce the administrative burden on healthcare workers and improve patient care by 

strengthening pharmaceutical management systems for ART utilizing 3G technology. 
 

The Zcore-DAR free and open source software developed by the project automates the 
manual reporting system and facilitates quick and easy transmission of the newly converted 
electronic reports via the Telkom Kenya 3G network. For more information about the Zcore-

DAR software, please visit www.ictedge.org. 
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Foreword  
IL±κ!L5{ Ƙŀǎ ōŜŜƴ ŀ ƳŀƧƻǊ ŎƘŀƭƭŜƴƎŜ ǘƻ ǘƘŜ YŜƴȅŀƴ ǇƻǇǳƭŀǘƛƻƴ ǎƛƴŎŜ ǘƘŜ ŜŀǊƭȅ улΩǎΦ  Lƴ мффф ǘƘŜ 

Government of Kenya declared HIV/AIDS a national disaster and since then various mechanisms have 

been put in place to facilitate interventions aimed at containing the epidemic. A significant strategy is 

the provision of antiretroviral therapy (ART), through government, faith based and NGO facilities. 

The Rapid results Initiative (RRI) in 2006/2007 saw a rapid increase in the number of ART sites in Nairobi, 

but limitations in human resource capacity, weaknesses in infrastructure and inadequate equipment 

have posed serious challenges to provision of ART. 

Recent technological advances have given rise to initiatives that provide opportunities for application of 

appropriate ICT technology to solve some of the problems encountered in health care services delivery. 

One such initiative ƛǎ vǳŀƭŎƻƳƳΩǎ ²ƛǊŜƭŜǎǎ wŜŀŎƘ LƴƛǘƛŀǘƛǾŜ ǿƘƻǎŜ ŀƛƳ ƛǎ άōǊƛƴƎƛƴƎ ǘƘŜ ōŜƴŜŦƛǘǎ ƻŦ 

wireless connectivity to developing communities by providing new ways for people to communicate, 

ƭŜŀǊƴ ŀƴŘ ŀŎŎŜǎǎ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ƘŜŀƭǘƘ ŎŀǊŜ ǳǎƛƴƎ оD ǎƻƭǳǘƛƻƴǎέΦ 

Hence a public /private partnership supported by Qualcomm (USA) through its Wireless Reach Initiative, 

Telkom (K), CCK, and Axesstel (USA), was formed with the Nairobi Provincial Medical Office to 

strengthen the ART pharmaceutical commodity management using appropriate ICT technology.  

The project provides basic ICT equipment, wireless connectivity and computerized pharmaceutical 

management tool that facilitate live data entry, data management and electronic submission of reports 

and orders to KEMSA for resupply of ART commodities. The software is based on the manual GOK/MoH 

ART pharmaceutical management forms and tools. 

It is anticipated that successful implementation of the project will contribute immensely to ensuring 

timely placement of orders, prompt delivery of ART commodities,  improved inventory management, 

more accurate and easily accessible patient data,  and ultimately improved quality of ART service 

delivery. 

This training curriculum and course is designed to facilitate human capacity building for the 

implementation of the project. 
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Acronyms and Abbreviations 
AIDS ............................... Acquired Immune Deficiency Syndrome 
ART ................................ Anti-Retroviral Therapy 
ARV ................................ Anti-Retroviral (drugs) 
CCC ................................ Comprehensive Care Clinic 
CCK ................................ Communications Commission of Kenya 
GoK ................................ Government of Kenya 
HIV ................................. Human Immune Deficiency Virus 
KEMSA ........................... Kenya Medical Supplies Agency 
MoH .............................. Ministry of Health 
NASCOP ......................... National Aids and STI Control Program 
OI (s) .............................. Opportunistic Infection(s) 
PMO .............................. Provincial Medical Office 
RTI ................................. RTI International 
SOP ................................ Standard Operating Procedure 
WRPP ............................. Wireless Reach Partnership Project
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Introduction 
Provision of antiretroviral therapy (ART) reduces mortality and morbidity amongst the infected and is 

one of the strategies that the Government of Kenya has employed in its efforts to contain HIV/AIDs. 

The success of ART relies on continuous availability of antiretroviral medicines (ARVs), which in turn 

relies on effective management of ART pharmaceutical commodities. Various initiatives have been 

undertaken to ensure proper inventory management of ART pharmaceutical commodities, data 

management and patient monitoring. However, due to constraints in human resource capacity, 

infrastructural inadequacies, deficiencies in equipment and communication mechanisms, health care 

workers face serious challenges in their endeavors to provide ART. 

ART pharmaceutical commodities are supplied through KEMSA. Although a stringent recording and 

ordering mechanism is in place, health workers often have to spend precious hours in manual data entry 

and delivery of reports and orders, a situation often compounded by the difficult communication 

network in Nairobi. 

In an attempt to further strengthen ART pharmaceutical commodity management and to ease some of 

the prevailing constraints, use of appropriate ICTs was identified as a possible strategy. 

Hence, a public /private partnership project was formed which computerized the manual GOK ART 

pharmaceutical commodity management tools and facilitates electronic transmission of orders and 

reports. It also facilitates electronic patient data and pharmaceutical ART commodity inventory 

management. 

This training curriculum has been developed to strengthen the knowledge and skills of health workers 

and to enable use of the Zcore-DAR Pharmaceutical Commodity Management Tool to ensure constant 

availability of ART commodities, improve data management and patient monitoring; all ultimately 

contributing to improved quality of care.  

The training modules on the use of Zcore-DAR Pharmaceutical Commodity Management Tool have been 

derived from the Zcore-DAR Pharmaceutical Commodity Management software User Guide.  
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Course Description  
 

PURPOSE: 

To equip participants with appropriate knowledge, skills, attitudes and tools to effectively manage ART 

commodities using Zcore-DAR Pharmaceutical Commodity Management Tool 

 

TARGET GROUP: 

The course is designed for health care workers managing ART commodities at Comprehensive Care 

Clinics in health centers in Kenya. 

 

Prerequisite:  

Basic computer packages (MS Word, Excel, Internet and Web browsing). 

Previous training in ART commodity management is desirable. 

 

COURSE DURATION: 

The course is designed to take two days.  

 

COURSE CONTENT 

The course is divided into 4 modules: 

 

Module 1: Course Overview 

 Session I:  Introductions and climate setting                                                                                     

 Session II:  Course overview  

 

Module 2: Background of the Wireless ReachTM Project  

 Session I: Overview of the Wireless Reach Project                                                                       

 Session II: Overview of Zcore-DAR Pharmaceutical Commodity Management Tool 

 

Module 3: Practical use of Zcore-DAR Pharmaceutical Commodity Management Tool 

Session I: Introduction to use of  Zcore-DAR Pharmaceutical Commodity Management 

Tool Session II: Stock Control Management                                                                                                    

Session III: Patient Management                                                                                                                 

Session IV: Reports                                                                                                                                                        

Session V: Back up 

 

Module 4: ICT Systems Maintenance 

Session I: Hardware and software                                                                                                                            

Session II: Troubleshooting                                                                                                                     
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TEACHING METHODOLOGY: 

The course will involve various adult learning and facilitation techniques including lectures, buzz 

sessions, group discussions and practical computer exercises. 

 

FACILITATORS: 

Facilitators will be pharmacist trained trainers (TOTs) who will have relevant training and experience in 

ART commodity management and use of Zcore-DAR Pharmaceutical Commodity Management Tool 

 

TRAINING MATERIALS: 

1. Managing ART Pharmaceutical Commodities using Zcore-DAR: TRAINING MANUAL 

2.  Managing ART Pharmaceutical Commodities using Zcore-DAR: USER GUIDE 

3. Computers with Zcore-DAR Pharmaceutical Commodity Management Tool Software  

CURRICULUM REVIEW AND CHANGE: 

At the end of each course participants will evaluate the course and the results will be used to inform 

review of the curriculum. Changes may also be made whenever these are affected in the National 

HIV/AIDs treatment policies and guidelines. Such changes may inevitably require software modifications 

and where this occurs users will be provided with updated software and relevant training. 

 

References: 
1. Effective Management for ART Commodities in Primary Health Care Settings in Kenya ,TrainŜǊǎΩ 

Manual ϧ tŀǊǘƛŎƛǇŀƴǘǎΩ aŀƴǳŀƭ : NASCOP, MoH, Kenya 1st Ed, December 2006 

2. Guidelines to Antiretroviral Drug Therapy in Kenya: 2nd Ed: NASCOP 2002 

3. Kenya National Clinical Manual for ARV Providers: 2nd Ed: MoH 2007 

4. Managing Drug Supply 2nd Edition. MSH 

5. Managing ART Pharmaceutical Commodities using Zcore-DAR: USER GUIDE, May 2011 
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Module 1: Course Overview 
This module facilitates climate setting and discusses the course objectives, structure, methodology and 

expected outputs. 

Learning objectives: 

ü State the purpose and general  objectives of the course 

ü Outline the course content 

ü List the expected outputs 

Session Guide 

 

Session Title Activity Duration 

I Introduction and climate setting Group activity 30 minutes 

II Course summary Lecture 15 minutes 

 

¢ǊŀƛƴŜǊǎΩ ƴƻǘŜǎ: This module should be used to set an atmosphere conducive for adult learning, active 

participation and effective management of the course. Ensure participants and facilitators know one 

another and try to preempt any barriers to free interaction. Let participants agree on their norms and 

nominate key responsible persons. 

 

Suggested trainer: Trained trainer (TOT) familiar with the course content 
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MODULE 1: COURSE OVERVIEW 

SESSION I: INTRODUCTION AND CLIMATE SETTING  

 

MODULE 1: 
COURSE 

OVERVIEW

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session II: 
Course 

Overview

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Objectives:

ÅParticipants and facilitators to know one 
another

ÅSet norms and standards for the course 
duration

ÅNominate key responsible persons

Module 1 Session I3

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Introductions 

ÅParticipants to pair up and each to introduce 
their partner

ÅName

ÅProfession

ÅInterests

ÅExpectations for the course

Module 1 Session I4

 

 

 

 

 

 

 

 

 

 

 

 
 

  



Training Manual Managing ART Pharmaceutical Commodities using Zcore-DAR 

 6 

Setting norms and standards

Participants to agree on how to ensure smooth 
running of the course:

ÅTime management

ÅMinimal disturbances

ÅSocial interactions and participation

ÅOthers

Module 1 Session I5

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Course structure and methodology:

ÅDuration: 2 days 

ÅLearning Methodology:
ïVarious adult learning and facilitation techniques 

including: 
Ålectures, 

Åbuzz sessions, 

Ågroup discussions and 

Åpractical computer exercises.

Module1: Session II5
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Module 1: Course Overview 

SESSION II: COURSE OVERVIEW 

MODULE 1: 
COURSE 

OVERVIEW

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session II: 
Course 

Overview

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Session Objectives

ÅState the purpose of the course

ÅState the general objectives of the course

ÅOutline the course content

ÅState the expected outputs of the course

Module1: Session II1

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Purpose of the Course

ÅTo equip participants with appropriate 
knowledge, skills, attitudes and tools to 
effectively manage ART commodities using 
Zcore-DARPharmaceutical Commodity 
Management Tool

Module1: Session II2
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General objectives of the course

ÅCreate awareness  on use of appropriate ICT 
technology to strengthen ART Pharmaceutical 
commodity management

ÅTrain participants to use the Zcore-DAR Pharmaceutical 
Commodity Management tool for managing inventory , 
patient data and stock control

ÅProvide participants with the Zcore-DAR software and 
train them on its installation and maintenance

ÅTrain participants to maintain ICT equipment and 
systems

Module1: Session II3

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Target audience

ÅPharmaceutical managers

ÅHealth care workers handling ART 
commodities in Comprehensive Care Clinics in 
public health facilities

Module1: Session II4

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Course structure and methodology:

ÅDuration: 2 days 

ÅLearning Methodology:
ïVarious adult learning and facilitation techniques 

including: 
Ålectures, 

Åbuzz sessions, 

Ågroup discussions and 

Åpractical computer exercises.

Module1: Session II5
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Course Outline: Four modules

Module 1: Course overview

·Introduction of participants, course outline 

Module 2: Overview of Wireless Reach Partnership Project

·Gives background to the WRPP, basis for use of ICT and basis for the 
course; introduces the features of the Zcore-DAR Pharmaceutical 
commodity management  tool

Module 3: Practical use of Zcore-DAR Pharmaceutical Commodity 
Management  Tool

·Provides in depth theory behind the tool and practical exercises on its 
application in stock  management and control, patient management, 
generation of reports and data storage

Module 4: ICT Systems Maintenance

·Provides theory and practice of ICT systems maintenance

Module1: Session II6

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Expected outputs

ÅAll trained participants demonstrate:
ïIncreased knowledge, improved skills and attitudes in 

the management of ART pharmaceutical Commodities 
using appropriate Information and Communication 
Technologies (ICT)

ïAbility to use Zcore-DAR Pharmaceutical Commodity 
Management tool  

ïAbility to maintain ICT equipment and systems

ÅPharmaceutical managers able to use the Zcore-
DAR tool and monitor use by facility personnel.

Module1: Session II7
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 Module 2: Background to the Wireless Reach 

Partnership Project (WRPP) 
This module gives the background to the formation of the WRPP, the subsequent development 

of the Zcore-DAR tool and also gives an overview of the features of the tool. 

 

Learning objectives: 

ü Describe the ARV supply system in Nairobi Province 

ü List major challenges encountered by staff at the ART sites 

ü List the partners of the Wireless Reach Partnership Project 

ü State the objectives of the WRP Project 

ü List the benefits of the project to the health care workers, the pharmacy personnel and 

the patient 

ü Describe the ICT facilities  provided by the project 

ü Describe the Zcore-DAR pharmaceutical commodity management tool 

ü List the benefits/ advantages of the tool 

ü List the major features of the tool 

ü Describe the function of each major feature 

ü List the key components of each major feature 

 

Session Guide 

Session Title Activity Duration 

I Background to the WRPP Lecture, discussions 30 minutes 

II Overview of the Zcore-DAR 

Pharmaceutical Commodity 

Management tool 

Lecture , discussions, 

demonstrations 

30 minutes 

 
¢ǊŀƛƴŜǊΩǎ ƴƻǘŜǎ: This module explains the basis of using ICT to solve some of the problems encountered 

in ART commodity management, and the project design and implementation. It is important to impress 

upon participants that the project maximizes use  of the available resources and builds IT capacity. The 

project does not create any new policies, procedures or guidelines but has computerized the GOK ART 

manual tools for easier and faster application. 

 

Suggested Trainer (s): Pharmacist familiar with the WRPP project and GOK ART policies, guidelines and 

procedures 
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MODULE 2: PROJECT BACKGROUND 

SESSION I: OVERVIEW OF THE WIRELESS REACH PARTNERSHIP PROJECT 

MODULE 2: 
PROJECT 

BACKGROUND

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session I: 
Overview of 

Wireless Reach 
Partnership 

Project
ά{ǘǊŜƴƎǘƘŜƴƛƴƎ ǘƘŜ !w± ǇƘŀǊƳŀŎŜǳǘƛŎŀƭ ƳŀƴŀƎŜƳŜƴǘ 
ǎȅǎǘŜƳǎ ƛƴ bŀƛǊƻōƛ tǊƻǾƛƴŎŜ ǘƘǊƻǳƎƘ ǳǎŜ ƻŦ ŀǇǇǊƻǇǊƛŀǘŜ L/¢ǎέ

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Learning objectives:

ÅDescribe the ARV supply system in Nairobi Province

ÅList major challenges encountered by staff at the ART 
sites

ÅList the partners of the Wireless Reach Partnership 
Project (WRPP)

ÅState the objectives of the WRPP

ÅList the benefits of the project to the health care 
workers, the pharmacy personnel and the patient

Module 2 Session I1

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Module 2 Session I3
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Nairobi Province Health Care system

ÅUnique challenges compared to other provinces:

ÅMost health facilities are level 2/3 ( health centers), only one 
district hospital, no PGH

ÅEstablishment of formal health districts still in early stages

ÅHealth services are managed by three ministries : MoMs, 
MoPHS and MoLG

ÅMajority of these health centers are situated in 
disadvantaged areas and informal dwelling places in the city

Module 2 Session I3

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Nairobi Province: ART

ÅRRI in 2006/2007  was carried out in order to 
avail  ART  as close as possible to the community 

ÅThe number of ART sites increased to 86 ART 
including government, private, NGO, mission

Å31 of these were public sector sites under the 
supervision of the Nairobi Province Medical 
Office

Module 2 Session I4

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Nairobi ART patient statistics (2007)

ÅApprox 10, 000 adults , 540children got ART 
at public health facilities

ÅMore than half received their ARVs from the 
level 3 (health centers) in Nairobi.

Module 2 Session I5
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Nairobi ARV Supply System

ÅThe 31public sector ART  sites in Nairobi were 
supplied with ARVs by KEMSA and various 
partners

ÅProject  focused on ART sites that received 
their ARVs exclusively from KEMSA

Module 2 Session I6

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Pipeline for Supply of ART Commodities

ART COMMODITY MANAGEMENT/LOGISTICS INFORMATION

FLOW CHART

KEMSA

FACILITY SITE

NASCOP

Orders 10th & 19th day of the

mth

Site Stock status

analysis reports

Monthly reports: Due by 10th day of

the month:

Facility CDRR (OI & ART)

Monthly ART Patient Summary

Monthly reports: Due by  10th day of the

month

Central site / District Store CDRR (OI &

ART)

Central site / District store Monthly ART

Patient Summary

Quarterly  Report

List of satellite sites

CENTRAL SITE

DISPENSING POINT,

SATELLITE SITES

CENTRAL SITE /

DISTRICT STORE

LMU (at KEMSA)

Monthly reports: Due by  5th day of the

month

Facility CDRR (OI & ART)

Monthly ART Patient Summary

CLIENT CLIENT

KEY:

CDRR = Consumption Data Report & Request form, ART = Antiretroviral therapy,

OI = drugs for Opportunistic infections

    Information Flow

Feedback Information

Module 2 Session I7

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

ARV Pharmaceutical Supplies 
Management System :

ART requires continuous supply of ARVs once started

Mission : ensure uninterrupted supply  of ARVs for 
success of ART

ÅThe re -supply of ARV pharmaceuticals is based on 
a rigorous manual monthly reporting system with 
strict deadlines 

ÅReports are compiled and submitted to the 
Logistics Management Unit (LMU) KEMSA which 
then process the orders

Module 2 Session I8
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Challenges at the ART sites:

ÅHuman resource constraints: (cadre, numbers, training ïcomputer 
literacy)

ÅTedious manual reporting; 

ÅTime consuming physical delivery of monthly reports and orders to 
LMU/KEMSA

ÅLack of equipment  (e.g. computers, telephone)

ÅCommunications constraints (road, telephone, email, connectivity, 
etc.)

Å Infrastructural constraints

ÅData processing and management storage, security, accuracy,

ÅStock control and management

ÅPatient records management 

ÅPatient monitoring e.g. changes in regimen

ÅPatient tracking e.g. defaulters

Module 2 Session I9

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

How to Address the Above Challenges?

ÅNeed for a quick strategy to strengthen the 
management system using the available 
resources

ÅRealized that appropriate use of ICTs could 
provide workable and sustainable solutions to 
most of the identified problems

Module 2 Session I10

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Proposal Submitted to Qualcomm for 
Support Accepted:

ÅCŜƭƭ ǿƛǘƘƛƴ ǘƘŜ ǎŎƻǇŜ ƻŦ vǳŀƭŎƻƳƳΩǎ ²ƛǊŜƭŜǎǎ 
Reach Initiative :

ά ōǊƛƴƎƛƴƎ ǘƘŜ ōŜƴŜŦƛǘǎ ƻŦ ǿƛǊŜƭŜǎǎ ŎƻƴƴŜŎǘƛǾƛǘȅ 
to developing communities by providing new 
ways for people to communicate, learn and 
access education and health care using 3G 
ǎƻƭǳǘƛƻƴǎέ

Module 2 Session I11

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  



Managing ART Pharmaceutical Commodities using Zcore-DAR Training Manual 

  15 

Public / Private Partnership was 
formed in 2007:

ÅPMO Nairobi and
ÅQualcomm 
ÅTelkom (K) 
ÅCCK 
ÅDell
ÅAxesstel 

RTI was appointed to work with PMO to implement 
the project

Module 2 Session I12

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Project Objectives:

ÅProvide staff at ART sites with IT knowledge and skills: 
(basic training, use of DAR software , data management 
etc.)

ÅProvide appropriate ICT equipment : (computers and 
relevant accessories including wireless connectivity)

ÅFacilitate computerization of GOK ART management tools: 
(including stock control, inventory ,dispensing, and patient 
management records and ART request/ordering tools) 

ÅFacilitate electronic communication and transmission of 
reports and requests to LMU /KEMSA

Module 2 Session I13

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Benefits to the Healthcare Worker:

Å It saves time previously spent on commuting to KEMSA to deliver reports 
and orders

Å Reduces the manual reporting burden thus improving the timeliness and 
quality of data required for re-supply  of ARVs; 

Å Provides reliable information for monitoring stocks of ART  
pharmaceutical supplies; 

Å Facilitates quick reference to patient records and improves capacity of 
staff to monitor patient ARV use

Å Facilitates easy communication with pharmacy managers 

Å Capacity building in application of ICT solutions in healthcare provision

Å LƳǇǊƻǾŜŘ Řŀǘŀ ǎŜŎǳǊƛǘȅ ƳŀƴŀƎŜƳŜƴǘ ǘƘǊƻΩ ƻŦŦǎƛǘŜ ōŀŎƪǳǇǎ ŜΦƎΦ 
ŎŜƴǘǊŀƭƛȊŜŘ ōŀŎƪǳǇ ŎŜƴǘŜǊǎ ŀǘ ǘƘŜ tah ƻǊ ǘƘǊƻΩ ǳǎŜ ƻŦ ŦƭŀǎƘ ŘǊƛǾŜǎ

Module 2 Session I14
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Benefits to Provincial and District 
Pharmacy Managers:

Enables: 
Åquick communication and information on 

changes in policies, procedures to health workers 
at ART sites

Åon line review of reports and orders and 
facilitates supportive supervision 

Åquality assurance of pharmaceutical services 
through timely feedback

Module 2 Session I15

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Benefits to the Patient:

Provides for:

ÅConstant supply of ARVs

ÅMore time for patient consultation and 
counseling

ÅEffective monitoring of treatment outcomes

ÅEffective patient follow up 

Translating to improved quality of health care

Module 2 Session I16

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Potential at National Level:

ÅCan be replicated in other provinces as long as 
appropriate equipment and connectivity are 
available

ÅCan be applied in management of other  
classes of medicines 

Module 2 Session I17
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MODULE 2: PROJECT BACKGROUND 

SESSION II: OVERVIEW OF ZCORE-DAR PHARMACEUTICAL COMMODITY MANAGEMENT TOOL 

MODULE 2: 
PROJECT 

BACKGROUND

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session II: 
Overview of 

Zcore-DAR Tool

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Learning Objectives:

ÅDescribe the ICT facilities  provided by the 
project

ÅDescribe the Zcore-DARpharmaceutical 
commodity management tool

ÅList the benefits/ advantages of the tool

ÅList the major features of the tool

ÅDescribe the function of each major feature

ÅList the key components of each major feature

Module 2 Session II2

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

ICT Facilities Provided by the Project:

VComputer supported by a (UPS) battery 
backup device and small laser printer. 

VSoftware incorporating GOK tools

VWireless connectivity via Telkom modem

VFlash drives 

Module 2 Session II3
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Zcore-DAR Pharmaceutical Commodity 
Management Tool

What is it? 

VApproved GOK ART commodity management forms, records, 
reports in a computerized form/ software 

VUses a browser-based interface for data entry. (If you can surf 
the web, you can use it).

What does it do?

VProvides for live data entry at time of dispensing

VAutomatically generates of monthly excel reports

VProvides for electronic submission of reports to KEMSA, 
copied to District Pharm and Prov Pharm

VStores data in an internal database and provides for backup.

Module 2 Session II4

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Advantages/Benefits:

VSaves time previously used in preparation of reports

V Increased accuracy of reports

VSaves time previously spent on delivery of reports to KEMSA

V Improved stock control and inventory management

VAutomatic tallies of stock

VFacilitates patient tracking

VEasy retrieval of patient records

V Increased time available for dispensing and patient counseling

VProvides for faster and easier communication and information 
sharing through email

V Improved data management, storage and retrieval

Module 2 Session II5

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Major Features:

ÅHome page

ÅStock control 

ÅPatient management

ÅReports

ÅBackup

Module 2 Session II6
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1. Home page/Search

ÅFacilitates navigation and accessing different 
parts of the tool

Components:

ÅOn the left: navigation bar for all forms and 
functionalities

ÅOn the right: patient register

ÅOn the top:  patient search window

Module 2 Session II7

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Home page

Module 2 Session II8

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

2. Stock control

Provides for inventory management and stock 
control

ÅFacilitates easy input of stock changes

ÅIncludes expiry dates and provides for 
monitoring of expiry

ÅProvides an overview of stock status

Module 2 Session II9
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Stock Control Components:

ÅStock control listing record

ïExpiry dates

ïType of stock change

ïQuantities

ïTransaction dates

Module 2 Session II10

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Stock Control Listing Record

Module 2 Session II11

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

3. Patient Management

Facilitates:
ÅCreation of new patient records
ÅSearch for an existing patient record
ÅDefinition of ART regimens
ÅCross checks of ART regimens
ÅLive data entry  during dispensing
ÅSetting patient appointments
ÅPatient tracking e.g. defaulters
ÅIndication of patient status changes e.g. transfers

Module 2 Session II12
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Patient Management Components:

ÅPatient registration Form
ÅPatient identification record
ÅART regimen form
ÅART regimen record
ÅPatient dispensary
ÅDispensing form
ÅDispensing records
ÅPatient status form
ÅAppointments form
ÅHealth form

Module 2 Session II13

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Patient Registration Form

Module 2 Session II14

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Patient Demographics

Module 2 Session II15
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Art Regimen Form

Module 2 Session II16

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Patient Dispensing Form

Module 2 Session II17

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Patient Dispensing Record

Module 2 Session II18
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Patient Status Record

Module 2 Session II19

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Patient Appointment Form

Module 2 Session II20

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

4. Reports

Facilitates generation of the required monthly reports, appointments and 
defaulter reports:

Components:
Å /ƻƳōƛƴŜŘ aƻƴǘƘƭȅ wŜǇƻǊǘǎ ŦƻǊ /5wwκ!w±Ωǎ
Å DAR ςART Adult
Å DAR-ART  children
Å CDRR-ART
Å CDRR-OI
Å Monthly ART Patient Summary
Å Appointments register
Å Defaulters register
Å Stock Usage
Å Site Statistics
Å Regimen Change

Module 2 Session II21
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DAR-ART adult

Module 2 Session II22

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

DAR-ART Children

Module 2 Session II23

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

CDRR-ART

Module 2 Session II24
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CDRR-OI

Module 2 Session II25

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Monthly ART Patient Summary

Module 2 Session II26

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

Appointment Register

Module 2 Session II27
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Defaulters Register

Module 2 Session II28

 
 

 

 

 

 

 

 

 

 

 

 

 
 

  

5. Backup

Provides for:
Åsafe storage of data on 

the PC
Åsafe storage of a copy 

of data in a device 
other than the PC
ÅOff site storage in a 

centralized database at 
the Provincial 
ǇƘŀǊƳŀŎƛǎǘΩǎ ƻŦŦƛŎŜ

Component:
ÅBack up directory

Module 2 Session II29
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Module 3: Practical Use of the Zcore-DAR Pharmaceutical 

Commodity Management Tool 
This module provides in depth training on the theory behind the application of the tool. It also provides 

practical exercises on the navigation and use of the tool. It assumes a working knowledge of basic 

computer packages (Word, Excel, Internet, Web browser). 

 

Learning objectives: 

ü Outline the steps to log in 

ü Demonstrate ability to:  

o log in to the application 

o navigate the application  

o access features of the application 

o use basic browser controls 

ü State the sequence of data entry 

ü Explain importance of entering data immediately on receipt/issue of commodities 

ü List the types of stock changes that may occur 

ü Access the stock control records 

ü Demonstrate ability to accurately enter data for received and issued stocks into the stock 

control listing form 

ü Access the patient registration form 

ü Create a new patient record 

ü Search for an existing patient 

ü Access the ART regimen form and choose a regimen 

ü Access patient dispensary form 

ü Enter patient dispensing information 

ü Access patient dispensary record 

ü Edit various records 

ü Access and fill appointments form 

ü wŜŎƻǊŘ ŎƘŀƴƎŜǎ ƛƴ ǇŀǘƛŜƴǘΩǎ ǎǘŀǘǳǎ 

ü List the various reports generated by the system 

ü Describe the key features of each report 

ü List the use(s) of each report 

ü Demonstrate ability to access each report 

ü Demonstrate ability to accurately fill the CDRR and the Monthly Patient ART reports  

ü Demonstrate ability to submit reports electronically  

ü Explain the meaning of back up 

ü Explain the importance of back up 

ü Name at least two reliable ways of backing up data  

ü Demonstrate ability to back up data 

ü Demonstrate ability to access and view the backup directory 
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ü Identify back up files from the directory  

 

Session Guide 

 

Session Title Activity Duration 

I Introduction to use of Zcore-DAR 

Pharmaceutical Commodity 

Management Tool 

Lectures, discussions, 

practical exercises, 

demonstrations 

60 minutes 

II Stock management Lectures 

demonstrations , 

practical exercises 

120 minutes 

III Patient management Lectures 

demonstrations , 

practical exercises 

120 minutes 

IV Reports Lectures 

demonstrations , 

practical exercises 

120 minutes 

V Back up Lectures 

demonstrations , 

practical exercises 

30 minutes 

 

¢ǊŀƛƴŜǊǎΩ ƴƻǘŜǎ: This module concentrates on the practical use of the tool. All sessions are to be  highly 

interactive and participants are to practically navigate and apply the tool on the PCs. Ample time should 

be provided for the participants to complete the exercises and to try out new scenarios in order for 

them to gain enough confidence. 

 

Suggested trainer(s): Pharmacists with strong IT skills and experience in use of the tool 
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MODULE 3: PRACTICAL USE OF ZCORE-DAR PHARMACEUTICAL COMMODITY MANAGEMENT 

TOOL 

SESSION I: INTRODUCTION 

MODULE 3: 
PRACTICAL 

USE OF THE 
ZCORE-DAR

TOOL

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session I: 
Introduction

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Learning objectives:

ÅOutline the steps to log in

ÅDemonstrate ability to log in to the application

ÅDemonstrate ability to navigate the application 

ÅDemonstrate ability to access features of the 
application

ÅDemonstrate ability to use basic browser controls

ÅState the sequence of data entry

Module 3 Session I2

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Log in steps

ÅEach user will have been assigned a user name and password

ÅClick the DAR shortcut on the upper right corner of the 
computer

ÅObserve the startup screen. 

ÅEnter your user name 

ÅEnter your password

ÅClick on submit

Module 3 Session I3
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Login error

ÅDisplays an error if 
you mis-enter the 
username or 
password.

Module 3 Session I4

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Navigation

ÅOnce successfully logged in the Home page 
appears
ÅFrom the Home page, navigation focuses on 

application-wide features, such as Creating 
patients, viewing the Daily Activity Report, 
managing stock, and generating reports.
ÅThe navigation strip on the left changes 

depending on what part of the application you 
are accessing.

Module 3 Session I5

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Navigation

Module 3 Session I6
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Practical exercise 1: accessing features 
and components

Access the following by clicking on the left 
navigation strip:

ÅNew patient

ÅStock control

ÅDaily activity report

ÅReports

Module 3 Session I7

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Use of basic browser controls:

ÅBasic browser controls can be accessed and 
used to refresh the page or to go back

Module 3 Session I8

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Practical exercise 2:

ÅLocate the basic browser controls

ÅRepeat exercise 1 and use basic browser 
controls to go back and refresh your page

Module 3 Session I9

View menu Right-click
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Data entry sequence:

ÅStock control data should always be entered 
/updated first

ÅWithout stock data no dispensing can take place!

ÅPhysical stock count should be done and cross -
checked with stock recorded on the bin cards

ÅStock should then be entered into the data base

ÅThereafter data on patient demographics and 
patient dispensary can be entered

Module 3 Session I10
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MODULE 3: PRACTICAL USE OF ZCORE-DAR PHARMACEUTICAL COMMODITY MANAGEMENT 

TOOL 

SESSION II: STOCK CONTROL MANAGEMENT 

MODULE 3: 
PRACTICAL 

USE OF THE 
ZCORE-DAR

TOOL

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session II: 

Stock Control

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Learning objectives:

ÅExplain importance of entering data 
immediately on receipt/issue of commodities

ÅList the types of stock changes that may occur

ÅAccess the stock control records

ÅDemonstrate ability to accurately enter data 
for received and issued stocks into the stock 
control listing form

Module 3 Session II2

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Stock control and inventory 
management

ÅInventory is managed in the Stock Control 
section

ÅStock data should be entered immediately
stock is received

ÅStock data should be entered sequentiallyi.e. 
in the order of arrival

Module 3 Session II3
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Stock changes

Types of stock changes:
1. Receipt:most common stock change, usually from 

KEMSA or other supplier

2. Issue:can occur to other ART sites or user units within 
the facility

3. Losses:ideally should not be common but can occur 
due to theft, damage, etc.

4. Adjustments: Negative or positive ςe.g.: If you borrow 
stock from another site or lend

5. Expiry:ideally should be minimal, there is an expiry 
monitoring facility in the application

Module 3 Session II4

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Practical exercise1: Creating new stock 
control records

ÅAccess the stock control section by clicking the 
link on the left navigation strip

ÅUse the References/Notes to provide detail 
about the delivery.

Module 3 Session II5

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Stock control record

Module 3 Session II6
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Entering data

ÅFields with the asterisk are required fields and 
must be filled

Å¢ƘŜ άǊŜŦŜǊŜƴŎŜǎκƴƻǘŜǎέ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ 
indicate the source of goods (e.g. KEMSA) or 
destination of issues (e.g. maternity), or to 
ƛƴŘƛŎŀǘŜ άōŀƭŀƴŎŜ ōǊƻǳƎƘǘ ŦƻǊǿŀǊŘέ ƛŦ ǘƘŜ 
entry is the first

Module 3 Session II7

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Entering data: Creating a new site

ÅThe first time you enter stock, select 
άwŜŎŜƛǾŜŘέ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŎǳǊǊŜƴǘ ǎǘƻŎƪ ŦƻǊ 
each drug. Consider adding a comment such 
ŀǎ ά.ŀƭŀƴŎŜ .Cέ ό.ŀƭŀƴŎŜ ōǊƻǳƎƘǘ ŦƻǊǿŀǊŘύΦ 

Module 3 Session II8

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Expiry date:

ÅIf expiry date of the 
product does not include 
the day of the month, use 
the last day of the month

ÅIn selecting date, scroll the 
year first, then the month, 
then the day

Module 3 Session II9
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Type of Stock Change

ÅMost of the time, when 
ȅƻǳ ǊŜŎŜƛǾŜ ǎǘƻŎƪ ȅƻǳΩƭƭ 
ǳǎŜ ǘƘŜ άwŜŎŜƛǾŜŘέ 
selection from the 
ά¢ȅǇŜ ƻŦ {ǘƻŎƪ /ƘŀƴƎŜέ 
dropdown. 

Module 3 Session II10

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Stock control listing

ÅWhen all required data has been entered it will 
appear in the stock control listing 

ÅThe Stock listing is sorted by most recent record.

Module 3 Session II11

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Stock report 

Module 3 Session II12
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MODULE 3: PRACTICAL USE OF ZCORE-DAR PHARMACEUTICAL COMMODITY MANAGEMENT 

TOOL 

SESSION III: PATIENT MANAGEMENT 

MODULE 3: 
PRACTICAL 

USE OF THE 
ZCORE-DAR

TOOL

1
MINISTRY OF MEDICAL SERVICES 

MINISTRY OF PUBLIC HEALTH AND SANITATION

Session III: 

Patient 
Management

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Learning objectives:

ÅAccess the patient registration form
ÅCreate a new patient record
ÅSearch for an existing patient
ÅAccess the ART regimen form and choose a regimen
ÅAccess patient dispensary form
ÅEnter patient dispensing information
ÅAccess patient dispensary record
ÅEdit various records
ÅAccess and fill appointments form
ÅwŜŎƻǊŘ ŎƘŀƴƎŜǎ ƛƴ ǇŀǘƛŜƴǘΩǎ ǎǘŀǘǳǎ

Module 3 Session III2

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Creating a new patient record:

ÅThe page that is used for creating a new 
patient follows a format similar to the Home 
page; 

ÅHowever, instead of displaying the search tool 
on the right side of the page, it displays the 
ŦƻǊƳ ŦƻǊ ŎǊŜŀǘƛƴƎ ƴŜǿ ǇŀǘƛŜƴǘǎΣ ŎŀƭƭŜŘ άtŀǘƛŜƴǘ 
Registration and Identification

Module 3 Session III3
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Patient Registration Form

Module 3 Session III4

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Practical exercise 1: creating new 
patients records

ÅOpen the Patient Registration form

ÅCreate records for the patients provided

Module 3 Session III5

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Searching for patients

ÅOnce the system has been running it is 
important not to create duplicate patients

ÅHence before creating new patient records a 
search must be done to ensure the patient 
does not already have a record

Module 3 Session III6
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Searching for a patient

ÅA patient may be searched by entering only
one of the following:
ïSurname

ïFirst name

ïClient ID

ÅIf both the first name and surname are 
entered, the system will not find the patient.

ÅIf the name is mispelt, the system will not find 
the patient.

Module 3 Session III7

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Searching for a patient:

ÅBegins from the home page: 

ÅAt the Search for Client function:

Module 3 Session III8

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Search

ÅThe first name, surname or client ID is entered 
in the search input field followed by a click on 
ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ

Module 3 Session III9
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Practical exercise 2: Searching for a 
patient:

ÅAccess the home page 

ÅSearch for the patient records created in 
Exercise 1and answer the questions in the 
exercise

Module 3 Session III10

 

 

 

 

 

 

 

 

 

 

 

 
 

  

ART regimen

ÅAfter a patient record is created, the system sends 
the user to the ART Regimen section.

ÅThe ART Regimen form lists all the recommended 
regimens and allows the regimen on the prescription 
to be selected

ÅIf there is a change in regimen for a patient the new 
regimen should be selected 

Module 3 Session III11

 

 

 

 

 

 

 

 

 

 

 

 
 

  

ART Regimen

ÅThe ART Regimen form may be reached from the ART 
Regimen link on the side navigation: 

ÅUse the form at the top of the page to enter new 
regimen information. Previous regimen records are 
listed below.

Module 3 Session III12
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ARV Regimen Form

ÅThe Regimen dropdown displays the Regimen 
code and the drugs in that regimen

Module 3 Session III13

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Regimen Change Report

Module 3 Session III14

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Practical exercise 3: Selecting ARV 
Regimen

ÅRetrieve records of patients created in 
Exercise 1.

ÅSelect their ARV regimens as provided by the 
prescriptions given and submit

ÅSearch records of patients and view their  ARV 
regimen records to confirm they are indicated 
correctly

Module 3 Session III15
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Patient dispensary form

ÅAfter the ART Regimen form is submitted, the 
system displays the Patient Dispensary form

ÅThe patient dispensary facilitates entry of 
dispensing information of up to 10 items (both 
ARVs and OI drugs)

ÅThe dispensary form may be reached from the 
Dispensing link on the side navigation

ÅOnce on the Dispensing task list a click on the link 
ǘƻ άtŀǘƛŜƴǘ 5ƛǎǇŜƴǎŀǊȅέ ǘƘŀǘ ŘƛǎǇƭŀȅǎ ά!ǾŀƛƭŀōƭŜέ 
to the right will open the form

Module 3 Session III16

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Accessing the Patient Dispensary form

Module 3 Session III17

Å/ƭƛŎƪ ǘƘŜ ά5ƛǎǇŜƴǎƛƴƎέ ƭƛƴƪ ƛƴ ǘƘŜ ƭŜŦǘ ƴŀǾ ǎǘǊƛǇΦ 
¢ƘŜƴ ŎƭƛŎƪ ά/ǊŜŀǘŜ bŜǿ 5ƛǎǇŜƴǎƛƴƎ wŜŎƻǊŘΦέ

 

 

 

 

 

 

 

 

 

 

 

 
 

  

The Dispensary Form

Module 3 Session III18
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Patient dispensing

ÅThe drug is selected , and the number of days and 
the total quantity dispensed are entered

ÅAfter completing dispensing the record is saved by 
ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά{ǳōƳƛǘέ  ōǳǘǘƻƴ

Module 3 Session III19

ÅOnly the ARV 
drugs in the 
ŎƭƛŜƴǘΩǎ !w± 
regimen are 
displayed. 

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Practical exercise 4: using the patient 
dispensary form

ÅUsing the prescriptions provided in Exercise 3

ïsearch for each patient 

ïopen a dispensary form for each patient

ïdispense the prescription provided

Module 3 Session III20

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Patient Dispensary Record

ÅAfter a completed dispensary form is 
submitted it shows up as a dispensary record 
in the dispensing task list

ÅThe Dispensary records functionality  allows 
one to access all past dispensary information 
for a patient

Module 3 Session III21
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Accessing dispensary records:

ÅDispensing records can be reached from the 
Dispensing link on the side navigation

ÅThese records are displayed beneath the form.

ÅA record can be edited by clicking on its visit date 
ǿƘƛŎƘ ŀǇǇŜŀǊǎ ǳƴŘŜǊ ǘƘŜ ά5ŀǘŜ ƻŦ ±ƛǎƛǘέ ŦƛŜƭŘ

Module 3 Session III22

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Viewing a dispensary record

ÅA dispensary record will display the date of 
visit, the date the record was created and /or 
modified and the items dispensed on that 
particular day

Module 3 Session III23

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Practical Exercise 5: viewing patient 
records 

ÅAccess home page

ÅSearch for patients created in 
Exercise 1

Å!ŎŎŜǎǎ ŀƴŘ ǾƛŜǿ ŜŀŎƘ ǇŀǘƛŜƴǘΩǎ ŘƛǎǇŜƴǎŀǊȅ 
records

ÅAnswer the questions in the exercise

Module 3 Session III24
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Editing records

ÅSometimes it may be necessary to edit records 

ÅTwo examples to illustrate the process

ïAdding an item to the dispensing record

ï/ƘŀƴƎƛƴƎ ŀ ǇŀǘƛŜƴǘΩǎ ǇŀǊǘƛŎǳƭŀǊǎ ŜΦƎΦΦ ƴŀƳŜ

ïChanging regimen

Module 3 Session III25

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Adding an item to a dispensing record:

Step 1 : Double click on the 

next blank item

The system will display a dropdown of drugs:
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Editing a dispensing record

ÅStep2: Select the item

The system will submit the new selected item, 
refresh the page and a new record will be 
displayed
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Step 3: Continue Editing of Record

Follow the same process for the other fields ςdouble-click the field:
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9ƴǘŜǊ ǘƘŜ ƴǳƳŜǊƛŎ ŘŀǘŀΣ ŀƴŘ ǇǊŜǎǎ ǘƘŜ ά¢ŀōέ ƪŜȅ ǘƻ ǎǳōƳƛǘ ǘƘŜ ƴŜǿ ǾŀƭǳŜΥ

New value is displayed:

 

 

 

 

 

 

 

 

 

 

 

 
 

  

9ŘƛǘƛƴƎ ŀ ǇŀǘƛŜƴǘΩǎ ǊŜŎƻǊŘΥ 9ȄŀƳǇƭŜ

ÅFrom the Home page, click on a 
link to a client record and then 
click the Demographics link from 
the left nav strip.

ÅDouble-click on the text in the 
Surname field and enter a new 
Surname.

ÅIƛǘ ǘƘŜ ά¢ŀōέ ƪŜȅ ƻƴ ǘƘŜ ǇŎ 
keyboard to make the system 
enter the update. The system will 
display the updated Surname.
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